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As a result ve ses there is a choice of one of 8 decisicns to be made by
Selection Officers. It seens tbese 8 davisions may be regarded se groups
or batches. Having made this selection the material, document by document,
ie placed in the sorting bins and removed by persomnel in the Batching Unit.

k., It is obvious that the placement of dociuments in these categories
by Selection Section will be done to & great extent dealing first with one
source and then enother. As & result a smeblee listing Wy document series
end or source would be mecessmry for use by the Selection Sectiom. I
regard this, however, as a Ly-product of havinmg to select &ll items into
8 estegories. In substance I recommend that ocur master file be made up
of procedures for handling & cetegory of material rather then being made
up of procedures describimg the handling by primary and secondary Sources.
If the former were done esch of the 8§ categories or procedures would be
made up describing the steps taken by each sotivity such as Incoming,
Selectlon, Batehing, Filming, Coding and Typing.

5. In comclusion, these b procedures should emanate from one
suthority smd changes thereto should be made only by that authority.
The listing @ either mmrmally or by machine, of documents by scurce
or series title or idemtificatlon mubers into each of these & catagories

should alsc te done by one authority.
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